UNI TED STATES MARI NE CORPS
COMVANDI NG GENERAL
BOX 788100
MARI NE CORPS Al R GROUND COMBAT CENTER
TVWENTYNI NE PALMS, CALI FORNI A 92278-8100

CCO 1710. 39
5
18 Jul 96

CENTER ORDER 1710. 39

From Commandi ng Gener al
To: Di stribution List

Subj : PROCEDURES FOR SETTI NG UP AND ADM NI STERI NG MARI NE CORPS/ NAVY BI RTHDAY BALL
FUNDS

Ref : (a) MCO 1700. 27
(b) MCO 4001. 2A
(c) MCO 5760. 4B
(d) MCO 7540. 2C
(e) SECNAVI NST 5760. 43
(f) DCDFMR Vol une 13
(g) NAVCOWT Manual Vol ume VI

Encl: (1) Sanple Appointnent Letters
(2) Fund Access Authorization Letter
(3) Receipt Record
(4) Bank Reconciliation
(5) Receipt & Expenditure Record
(6) Birthday Ball Ticket Log
(7) Statements of Operation/Net Wrth
(8) Verification Oficer's Inspection Check List

1. Purpose. To establish a standard operating procedure for Conbat Center units
and organi zations to set up and adm nister Birthday ball funds.

2. Action. Commanding Oficers will:
a. Set up a Birthday ball fund as an adjunct to MAR as provided by this Oder.

b. Publish internal policy under which a unit will operate as provided within
the guidelines of this Order.

c. Appoint personnel to check conpliance with the |ocal regulations, this O der
and ot her applicable directives.

3. GCeneral Information

a. Sources of Birthday ball fund incone that are authorized:

(1) Ticket and adm ssion noney collected from authorized patrons of the
Birthday ball and their invited guests.

(2) Nonappropriated fund (NAF) picnic and party funds allocated to the
command or unit, to supplenment |ocally generated funds.

(3) Birthday ball donations can be suggested to third parties seeking a way
to show appreciation.
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(4) The Marine Corps Manual authorizes any Marine conmander to accept
unsolicited gifts of consumabl e or perishable products such as food, nonal coholic
beverages, flowers or candy, but not tobacco products, intended for personnel under
t he conmander's command. Such gifts may be accepted wi thout further approval from
any hi gher headquarters. Reference (b) applies.

(5) Any gift not falling within subparagraph 3a(1)(d) above (i.e.
peri shabl e or consumabl e) nust be sent to the Commandant of the Marine Corps (JAR)
for processing. Such gifts, usually in the formof a check or noney order offered
to support Birthday balls, are routinely accepted unless they are offered by persons
or entities doing business with or attenpting to do business with the Federa
Government. Reference (b) applies. |If the CMC accepts the gift, the funds are
returned for use by MCAGCC, MAR

(6) A fundraising event is defined as any type of activity, except one
i nvol vi ng ganbling, which generates noney or profit for a designated purpose during
alimted tine. Birthday ball nonappropriated fund instrunmentality's (NAFIS) may
conduct fund raisers of limted duration for the purpose of generating noney to
support the NAFI. Charitable fund raisers are not authorized under this authority.
Fundr ai sing events for Birthday fund NAFl s must coordinate their efforts with the
Director, MAR Directorate, the Ofice of the Staff Judge Advocate (SJA) and neet the
following criteria: The fundraising activity must be conducted on Government
property; all solicitations nust be restricted to authorized participants
(participants are nenbers, patrons, or other persons authorized to use the services
of the NAFI sponsoring the fundraising event. See paragraph 10616 and 30907 of
reference (a); all proceeds fromthe event nmust be used by the sponsoring NAF
solely for the benefit of authorized participants. Exanples of permtted
fundraising activities include bake sales, car washes, tinme and tal ent auctions, fun
runs, bow ing tournanents and ot her ganmes of skill

(7) Appropriated Fund (APF) Support, as designated in references (a) and
(c), islinmted to:

(a) Appearance of Marine Corps band personnel
(b) Transporting band personnel and Col or Guard to/fromball sites.
b. Sources of Birthday ball fund income that are not authorized:

(1) The operation of a resale activity, except that which is directly
related to the purpose and function of the activity, and then only when so
determ ned by the Conmandi ng General and approved by the CMC (MN. Reference (a)
applies. Resale activities likely to be approved include sales of unique T-shirts,
hats, mugs, etc. and small (under $200/no) soda/coffee nesses.

(2) Donations solicited fromindividuals or organizations.

(3) The sale of commercial advertising which is to appear on NAFI or
Birthday ball materials. See the current edition of MCO P5600. 31.

(4) Any ganbling on Governnent-owned, -leased or -controlled property or by
naval personnel while in a duty status. Ganbling includes all raffles, lotteries
and ganmes of chance

(5) Buyouts of official duties includes physical training, uniform and
equi prent i nspections, duty assignments, marksmanship training/ qualification, etc.
(6) CGovernnent property and services designated "
except as outlined in references (a) and (c).

for official use only",
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c. Expenses will be limted to those approved under |ocal regulations and this
Order. In the conduct of a Birthday ball, no individual is to gain any persona
benefit which is not available to all participants. No tickets will be distributed
free to any individual, except for the honored guest.

d. Immunity frompaynment of taxes can be acconplished if the unit/ organi zation
conducting the approved Birthday ball uses the Internal Revenue Service (IRS) nunber
and sal es tax exenption nunber that was issued to the Conmand MAR for
nonappropri ated funds.

e. Joint and Private Balls. Dual characterization of the annual Birthday Bal
as both a Private and official function is not prohibited. Private and public funds
must not be comm ngled. Therefore, any private support for a joint ball should be

non nonetary in nature. In some cases, joint ball planning and execution nmay be too
cunbersonme. |In those cases with wide comunity interest, active duty nmenbers may
desire to participate in private balls with no NAP support. In such instances,

this Order would not apply and official support otherwi se available to private
organi zations fromthe Marine Corps through the comunity relations programwoul d
still be available

4. Procedural |Information

a. Appointrment. On approval of the Commandi ng General for the establishnment of
Birthday ball fund by a unit/organization, the conmanding officer will appoint in
witing an officer or staff nonconmm ssioned officer/chief petty officer as the
Birthday Ball fund treasurer as well as a Birthday ball fund verification officer
The verification officer will be independent of the cash and recordi ng functions.
Alternates for these duties may be appoi nted as deemed necessary by the commandi ng
officer. Supply Oficers/Chiefs shall not be appointed to these duties. Sanple
letters are depicted in enclosure (1).

b. Accounting for Cash. The follow ng procedures will be used in accounting
for cash accurmulated in the Birthday ball fund. Al records will be kept for four
years. Those records may be needed by the NAFI fromtine to tine during audits of
comand MAR funds.

(1) A checking account will be set up in the nanme of the Birthday ball fund
with the activity's conplete address. In addition, a fund access authorization
letter will be sent to the financial institution, see enclosure (2).

(2) The checkbook may have a check register, may nake a "carbon" copy or may
be the type with checks torn fromthe stub. The stub of the check or the register
needs the follow ng information: check nunber, made to, disbursenent for, date and
anmount. The stub or register will be filled out upon issuance of each check. No
additional information is required for the "carbon" copies.

(3) When checks are witten for any expense, the amount of the check nust
match the vendor's invoices. The following information will be acconpany vendor's
i nvoi ces upon witing the check for paynent: marked paid, date and nunber of check
and the person approving paynent. If no vendor's invoices are available, a witten
statenment by the person who generated the service or goods is needed

(4) Voided checks will not be destroyed but kept, marked "void" and rendered
nonnegoti abl e by at |least nutilating the signature area. Voided checks will be held
until the next bank statement is received and then attached thereto.

(5) No checks will be witten to "cash" or "bearer™

(6) When noney is received for deposit, the Receipt Record, enclosure (3)
will be conpleted. Deposit slips will be prepared in duplicate and signed by the
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person nmaking the deposit. The copy will be kept with the Receipt Record. Once the
original deposit slip has been authenticated by the bank with date and anobunt
deposited, the bank authentication deposit slip will be affixed to the conpl eted
paperwork, the Receipts Record, in support of that day's deposits.

(7) Personnel assigned responsibility for the Birthday ball fund shal
reconcil e the checki ng account nonthly, using the Bank Reconciliation at encl osure

(4).

(8) The Receipts and Expenditures Record, as shown in enclosure (5), will be
used to record all financial transactions of the fund.

(9) Verification of the Birthday ball fund will be conducted quarterly by a
person i ndependent of the cash and recording functions. This action will include a
verification that the checking account was reconciled tinmely and accurately, and
verification of receipt and expenditure records. An inspection check list is
provided in enclosure (8).

(10) Under the authority of reference (d), audits of Birthday ball funds may
be performed by the Conptroller Directorate, Resource, Evaluation and Anal ysis (REA)
staff as deenmed necessary.

(11) Each year by 31 Decenber, a financial statenment showi ng all inconme and
expenses for the year will be sent to the Commandi ng General via the unit commander
for approval using the formcontained in enclosure (7). After all records have been
verified, a special events sunmary report will be prepared, attached to the
financial statement and sent to the Conmmandi ng General with copies to the Director
MAR and Conptroller, as required by supporting directives inplenmenting this O der.
This summary report will show, at a mininum the date of the event, collections
made, tickets sold, total expenses and other pertinent information necessary. Any
residual funds fromthe Birthday ball (less the m ni num needed [usually $5.00] to
keep the | ocal checking account open) nust be sent to the Director, MAR for future
picnics, parties or Birthday balls. The Director, MAR nust reflect all income and
expenses that inpact unit allocation of funds on their operating statenments.

b. Procedures will be used in the accountability of tickets, income and
expenses for the Birthday ball

(1) Al incone and expenses will be received and accounted for per paragraph
Se of this Order and recorded in a Receipt and Expenditure Record, as shown in
encl osure (S)

(2) Al money collected will be accounted for through the use of prenunbered
cash recei pt vouchers. The receipt voucher will be prepared in triplicate for each
cash collection with the original going to the patron, first copy kept as support
and the second copy held in nunerical sequence. A |ogbook will be kept for noney
collected through the mail by a person other than the person who prepares the bank
deposit. The person preparing the |og and the person preparing the bank deposit
must both sign the log to acknow edge accountability.

(3) Arecord for sales of all prenunbered ball tickets will be kept in a
| ogbook. This control will show all nunbers in consecutive order. Any ticket not
sold will be returned and so indicated in the log. The follow ng information as
shown in enclosure (6), entitled Birthday Ball Ticket Log, will appear in the
| ogbook.

(4) The officer responsible for verification of the ticket sales will verify
this | ogbook within 30 days after the I ocal Birthday ball celebration and conpare
total inconme of the log to total incone received in the checking account during the
peri od.
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5. Applicability. This order is applicable to all tenant units and organi zati ons
| ocated aboard the Conmbat Center, except those private parties planning Birthday
bal | cel ebrations outside the cogni zance of the Commandi ng Ceneral .

J. D. MAJCHRZAK
Chi ef of Staff

Distribution: A-Il



CCO 1710. 39

18 Jul 96
Sanpl e Appoi ntnent Letters
Conmmand Letter head
1710
Code XX
(Dat e)

From Commandi ng O ficer
To: GySgt I ma Marine, 000 00 0000/ MOS USMC

Subj: APPO NTMENT OF TREASURER FOR THE Bl RTHDAY BALL FUND

Ref: (a) CCO 1710.39

1. You are hereby appointed the (unit/organization) Birthday Ball fund treasurer.
2. You will be guided by the reference in the exercise of your assigned duties.

3. You are authorized to approve disbursenments fromthe Birthday Ball fund not to
exceed (specify amount, i.e., $500) in accordance with the reference. Expenses

requiring a disbursenent of an anmount in excess of your authorization will be
approved by (designate authority, i.e., Commanding Oficer, Executive Oficer).

(Commandi ng OFficer)

Copy to:

Director, MAR

Director, Conptroller, REA
Appoi nted Verification Oficer

ENCLOSURE ( 1)
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Command Letter head
1710
Code XX
(Dat e)

From Commandi ng O ficer
To: GySgt I ma Marine, 000 00 0000/ MOS USMC

Subj: APPO NTMENT OF ALTERNATE TREASURER FOR THE MARI NE CORPS Bl RTHDAY BALL FUND
Ref:  (a) CCO 1710. 39

1. You are hereby appointed the (unit/organization) Birthday Ball fund alternate
treasurer.

2. In the absence of the appointed primary treasurer, you will be guided by the
reference in the exercise of your assigned duties

3. You are authorized, in the absence of the appointed treasurer, to approve

di sbursenments fromthe Birthday Ball fund not to exceed (specify anount, i.e., $500)
in accordance with the reference. Expenses requiring a disbursenment of an ampunt in
excess of your authorization will be approved by (designate authority, i.e.,

Commandi ng O ficer, Executive Oficer, etc.).

Commandi ng O fi cer

Copy to:

Director, MR

Director, Conptroller, REA
Appoi nted Verification Oficer

ENCLOSURE ( 1)
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Command Letter head
1710
Code XX
(Dat e)

From Commandi ng O ficer
To: 2dLt U. R Marines, 000 00 0000/ MOS USMC

Subj: APPO NTMENT OF VERI FI CATI ON OFFI CER FOR THE Bl RTHDAY BALL FUND
Ref:  (a) CCO 1710. 39

1. You are hereby appointed the verification officer of the (unit/organization)
Birthday Ball fund.

2. You will be guided by the reference in the exercise of your assigned duties.

3. You will, on a quarterly unannounced basis, inspect and verify that all funds
recei ved and deposited in the (account nane) are accurately reported and that

di sbursenments are made fromthese funds properly. A report of findings will be
subm tted to cogni zant conmand personnel .

Commandi ng O fi cer

Copy to:

Director, MAR

Director, Conptroller, REA
Treasurer, (Nane of Ball Fund)

ENCLOSURE ( 1)
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Command Letter head

1710
Code XX
(Dat e)

From Commandi ng O ficer
To: 2dLt U. R Marines, 000 00 0000/ MOS USMC

Subj: APPO NTMENT OF ALTERNATE VERI FI CATI ON OFFI CER FOR THE BI RTHDAY BALL FUND
Ref:  (a) CCO 1710. 39

1. You are hereby appointed the alternate verification officer of the
(unit/organi zation) Birthday Ball fund.

2. In the absence of the appointed primary verification officer, you will carry out
the responsibilities as verification officer, guided by the reference in the
exerci se of your assigned duties.

3. You will, on an unannounced quarterly basis, inspect and verify that all funds
recei ved and deposited in the (account nane) are accurately reported and that

di sbursenments are made fromthese funds properly. A report of findings will be
submtted to cogni zant command per sonnel

Commandi ng O fi cer

Copy to:

Director, MR

Director, Conptroller, REA
Treasurer, (Nane of Ball Fund)

ENCLOSURE ( 1)
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Fund Access Authorization Letter

Nane of Birthday Ball Fund

Narme of Financial Institution Address

Dear Sir:

(individual (s) authorized access to funds), whose speci nen signature (5) appears

bel ow, are authorized to withdraw noney fromall types of bank accounts which are
carried under the foll ow ng designation

(Organi zation) Birthday Ball Fund
(Activity's conplete nane and mailing address)

This authorization is effective on and after (date) and remains in effect unti
term nated. Any previous authorization for (previously authorized individual(s)) to
wi t hdraw funds from the bank accounts descri bed above is revoked effective at the

cl ose of business (date)

The (Successor MAR) is the initial successor in interest and the Comrandant of the
Marine Corps is the ultimte successor in interest to these funds. No
responsibility will be attached to the bank after transfer of funds to or upon order
of the Conmandant of the Marine Corps

( Speci men Si gnat ure)

( Speci men Si gnat ure) (Aut hori zed Si gnature)

( Speci men Si gnat ure)

Copy to:

Rel i eved | ndi vi dual (5)
Rel i evi ng | ndividual (s)
Director, Conptroller, REA
Director, MAR NMAC

File

ENCLOSURE ( 2)
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Recei pt Record

Organi zation Title

Day/ Mont h/ Year

Descri pti on Nane Reason for | nconme Cash Check Anpunt

Total Anounts

Prepared by:

Revi ewed by:

Not e: | ndivi dual making deposit must sign the deposit slip in duplicate. One
deposit slip will be kept by the bank and the other kept and attached to this form

ENCLOSURE ( 3)
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Bank Reconciliation
Nane and Address of Depository (Main Ofice)
Bal ance at per Statenent date

date
Dat e Amount
Add Deposit(s) not credited:
$

Total to be Accounted for: $
Less outstandi ng check(s) listed bel ow
Add or Less adjustnents (see attached)
Reconci | ed bal ance at $
Bal ance per checkbook at
Bal ance per general |edger at

Qut st andi ng Checks

DATE NUMBER AMOUNT DATE NUMBER AMOUNT

Prepared by: Dat e:

ENCLOSURE ( 4)
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Recei pt and Expenditure Record
(Dat e)
(Mont h) (Year) (Control #)
DAY PURCHASE CHECK # PAYEE/ REASON FOR CHECK RECEI PTS | EXPENDI TURES
OF MO | ORDER #
Bal ance of Cash on Hand $1, 300. 00
and in bank from
(Previ ous Mont h)
2 01-96 101 Pur chase of Supplies 50. 00
2 Cash Receipts from 115. 00
Birt hday Ball Ticket
Sal es
3 02- 96 102 Pur chase of Supplies 200. 00
5 03-96 103 Mari ne Corps Hotel | 500. 00
Bal | r oom Deposi t
7 Cash Receipts from 350. 00
Birt hday Bal |l Ticket
Sal es
15 Cash Receipts from 100. 00
Birthday Ball Ticket
Sal es
22 04- 96 104 Pur chase of Supplies 200. 00
31 05- 96 105 repl eni sh Petty Cash 22.00
1, 865 972
TOTALS 893

BALANCE FORWARD TO ( NEXT MONTH)

ENCLOSURE ( 5)
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Birthday Ball Ticket Log

(Year)

DATE CASH | CHECK | AMOUNT DATE OF
BALL CASH REC VED | DEPCSI T
TI CKET NO | RECEI PT NO | NAME
1 1 EM Jones 11096 | $25 $25 31096
2, 3 2 IA Smth 101096 $50 $50 101296
4, 5 3 N WIIians 141096 | $50 $50 101796
6 4 LM Garci a 171096 $25 $25 102396

$150

ENCLOSURE ( 6)
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Statenents of Operation/Net Wbrth

For: (Month/ Year)

Qper ati ons St at enent

Ti cket Sal es O her Conmposite
Begi nni ng Bal ance $ 500. 00 $ 500.00
Recei pts $2, 500.00 100. 00 2, 600. 00
Total Avail able 2,500. 00 600. 00 3, 100. 00
Expendi t ures 1, 750.00
Endi ng Bal ance $1, 350. 00
Net Worth Statenent:
Net Worth
Asset s Checki ng Account $3, 100. 00
Petty Cash 0. 00
O her* 0. 00
Total Assets $3, 100. 00
Liabilities* 1, 750.00
Net Worth $1, 350. 00
Tr easur er Appr oved

*Must be item zed

ENCLOSURE ( 7)
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Verification Oficer's Inspection Check List
I nspection Date: | nspector:
Reason for |nspection:
Mont hly - Change Bank__ Change Treasurer __ Alternate Command-Directed _
AREA TO BE | NSPECTED I NSPECTCOR I NSPECTCOR
COMVENTS INITIALS

Treasurer/ Al ternate had been appointed by CO

Copi es of all appointment letter are nmintained on file by
treasurer

A conpleted receipt is on file for all revenues collected

Recei pts were counted per CCO 1710. 39

Recei pts were verified per CCO 1710. 39

Adequat e physical controls are in place to protect the checkbook
and cash received awaiting deposit

Deposits are nade per CCO 1710.39

Deposit records have acconpanyi ng deposit slips attached

Treasurer/Alternate signs all revenue receipts after deposit is
made

Treasurer reviews all requests for disbursenents

Al'l di sbursenent were authorized

Di shursements were within the spending limt of the Treasurer or
approved by the CO

There is a conpleted disbursenent formon file for each
di sbursenment made

Treasurer signed checks made for actual disbursenent

Alternate signs checks only when custodian is TAD, on |eave, or
is hospitalized

No di sbursenments nade where checks were made to "cash" or
"bearer"

Witten approval obtained from conmand before donation is
accept ed

Ledgers mai ntai ned per CCO 1710. 39

Bank Statenments were properly reconcil ed

Al'l checks are accounted for

Monthly reports accurately prepared & distributed

Statenents of Net Wirth & Operations are accurate & conplete

ENCLOSURE ( 8)
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From Verification Oficer
To: Conmmander / Conmandi ng O ficer (unit)
Subj: I NSPECTION OF THE (UNIT) BI RTHDAY BALL FUND
Ref : (a) CCO 1710. 39
1. The Birthday Ball fund inspection was conpl eted on , followi ng reference
(a). The records represent a conplete and accurate picture of the fund status
except as noted bel ow di screpanci es were found. Recomendations to correct

di screpanci es are attached.

2. POC is (Verification Oficer), extension (nunber).

Si gnat ures:

Tr easurer | nspect or

Copy to:
Treasurer
Director, MAR
Conptrol |l er (REA)

ENCLOSURE ( 8)



